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luthczran radio

TITLE: BUSINESS MANAGER

POSITION GUIDE (];

OOZ41S
DtPARTMEm:" ADMINISTRATION

REPORTS TO: DIRECTOR OF ADMINISTRATION

PRn~Y RESPONSIBILITIES: In keeping with Synodical policies provi~es

for managerial planning and control through formulation of accounting
and costing standards and procedures, preparation of financial state~ents,

cost controls, maintenance of books of accoun"ts J . cus'tody of. Station funds
.and securities. Supervises the Building maintenance and provides for the
purchasing of all Station supplies and materials and subsequent inventory
control. Supervises the use and control of Computer equipment. Develops

"formats and programs for the efficient use of data processing equipaent
.in order to provide additional management tools.

TYPICAL FUNCTIONS:

I

1. Deposit of funds in ~anks or Savi...Tlgs Inst:it:utions.

,
2. Paym&:lt of Station obligations t:hrough proper disbursement

procedures.

3. ~int:ai.ns rec.ords of cash t:ransacti.ons.

4. Hanag""i"nt: of pecq cash and bank bala..Tlces.

5. :orec.as~s disburs~ent:s.

.':.
6. :~nt:aLl a sys~=o of accounting and cos~ reports to assist:

:Ja!lag~ent:.

•

7.

8.

?repares prescribed financial reports according to
escablished sc~edules.

Assis~3 in the preparati.on of annual budgecs.

?repares =e"Ort:3 :0 Gove~_n-e~_.ta_l .... ... a.genc~es .

II PURC:illo.5ING

1.

2.

1egotiates or arr~lges for the purchase of all material,
equipment: and supplies.

Secures quotations and places purchase orders.
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lutharan radio

TITLE: Assistant to the Business Manager

POSITION GUIDEQ

lJU_' ...L.;

DEPARTMENT: Administration

REPORTS TO: Business Manager

PRIMARY RESPONSIBILITIES: Shall assist the Business Manager through the
use of the computer to provide data processing, reports, filing system and all
applicable business transactions. Assist in developing formats and programs
for the efficient use of data processing equipment in order to provide additional
management tools. Through the use of the computer to keep track of donors and
prospects lists and print receipts and thank you letters. Print financial
statements and keep track of the business affairs of the station in accordance
with adopted procedures.

TYPICAL FUNCTIONS:

2. Maintain formats for Financial Statements and reports.
Generate such Financial Statements and Reports.

3. Maintain Donors records.

4. Maintain various mailing lists.

5. Generate Donors receipts and thank you notes.

6. Generate mailing labels as required.

7. Assist in developing any additional accounting, record
keeping, data processing,_that the station determines to be
necessary or advantageous.

8. Assists in weekly System back-up.

9. Assists in formating computer discs.

10. Assists in maintaining the copy machine.

11. Serves as relief.r~ceQ~io~;st·~s..needed.
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lutharan radio

POSITION GUIDEG

OOZ4~O

TITLE: Steno-Clerk
DEPART~: .ADMINISTRATION

·•,.

t .

~RTS TO: Business Manager

PRIMARY RESPONSIBILITIES: Performs stenographic and clerical duties
as assigned.

TYPICAL FUNCTIONS:

1. Assists in the maintenance of donor files and records.

2. Operates various types of office equipment.

3. Assists in the packaging and mailing of materials ••
I,

4. Assists in the operation of and programming of the;
Computer.

5. As assigned does general filing.

6. As assigned may perform relief receptionist work.
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KFUO/LUTHeran RaDIO

TrrLE: Receptionist

POSITION GUIDE(9:

002421
DEPAR~: ADMINISTRATION

REPORTS TO: Business Manager

('

PRIMARY RESPONSIBILlnES: Under the general supervision of ..the
Manager - Business Services acts as receptionist to the general
public visiting the studio. of KFUO. Receives and directs tele­
phone calls a~d places calls as directed. Working with program
guides and logs answers phone requests for program information.
Performs typing and other clerical duties as assigned.

TYPICAL FUNCTIONS:

'0 Receives telephone calls and directs to proper
recipient.

2. Refers to program guide and logs to answer telephone
inquiries regarding broadcast material.

3. Greets visitors to studio and assists them in their
objectives.

4. Receives and handles calls answering quiz questions,
or wishing to participate in call-in programs.

5. Performs typing and other clerical work as assigned.

6. Keeps reception area in orderly condition.
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lutharan radio

~POSITION GUIDE
002125

TITLE: Public Relations Director DEPARTMENT: Public Relations

REPORTS TO: AM Program Director

•,.

PRIMARY FUNCTION: To assist the AM Program Director in promoting and ra1s1ng
funds for Radio Station KFUO and promotes good public relations between
KFUO and its various publics. Develops and prepares layouts for promotional
and fund raising printed matter, prepares and handles mailings, works with
volunteers and performs secretarial and announcing duties as needed.

TYPICAL FUNCTIONS:

1. Prepares layouts and edits copy for printed materials.

2. Assists in the arrangement of work to be performed by
volunteers and helps supervise their efforts.

3. Develops and prepares statistical reports for fund raising
studies and projections.

4. Does announcing and production as needed.

5. Performs clerical and secretarial functions as needed.

6. Represents KFUO as a public relations person during public
speaking engagements, at displays and exhibition booths at convention
and community events, etc.

7. Serves as a creative writer to prepare public relations letters,
press releases, brochures, bulletin inserts, advertisement,
fund raising packages, to promote and raise funds for the station.

8. Arranges and coordinates press conferences and provide information
(press releases) to both the Christian and secular media.

9. Prepares for and conducts tours of KFUO including being responsible
for the readiness of the station for such tours (including the
coordination of cleaning, updating of History Room, other in-house
displays, etc.)

10. Assists in recruiting and superv1s1ng volunteers and interns for
the various departments of the station .
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lutharan radio POSITION GUIDE (.,§.t

002~6

TITLE: Director of News & Public Affairs DEPARTMENT: News & Public Affairs

REPORTS TO: AM Program Director

I '

PRIMARY RESPONSIBILITIES: Under the direction of the AM Program Director
and guided by the broad policies set forth by the Board for Radio 'Station KFUO,
plans, develops and creates news and public affairs programming to fulfill
the station's obligations to its listening audience and licensing requirements.
Serves as the station's on-air "personality" in the field of news and public
affairs. Supervises part-time news and public affairs announcers. Develops
and produces programming that will enhance the image of the Lutheran community.

TYPICAL FUNCTIONS:

1. Programs daily news broadcasts of both local and national news.

2. Selects sources and develops format for live news broadcasts.

3. Supervises part-time news and public affairs announcers in regard to
their scheduling and other activities in relation to their duties.

4. Develops contacts with state and local government officials for on-air
interviews as well as providing authoritative sources for public
interest programming.

5.

6.

7.

8.

g'.

10.

Cooperates with Lutheran organizations and area groups to
publicize their activities.

Keeps abreast of government regulations affecting the.broadcast of
news and public affairs.

Produces specialty programs of general interest or for special
interest groups such as Senior Citizens, etc.

In addition to news broadcasts, acts as interviewer of dignitaries
and/or moderator of panel shows.

Develops and schedules "Community Calendar" type programs of
interest to St. Louis area listeners.

Clo~e consultation and coordination with other departments, offring
ass1stance and utilizing expertise of others in the cause of News
and Public affairs on KFUO.
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KFUO.!LUTHeran RaDIO POSITION GUIDE\$

tntE: Announcer - New and Public Affairs

002427
DEPAR~:News and Public Affairs

~RTS TO: Director - News and Public Affairs

PRIMARY RESPONSIBILITIES: Under the direction of the Director­
News and Public Affairs broadcasts daily news programs including
public affairs announcements.

TYPICAL FUNCTIONS:

1. Scans news-wire copy for suitable material for ~ocally

produced news programs.

I

2. Gives on-air weather reports, temperature readi~gs etc.

3. Working from prepared scripts introduces various
programs.

4. As scheduled reads public service and/or affairs
announcments and features.

5. Performs other announcing assignments as assigned.

page 1 of 1



KFUoj'LUTHeran RaDIO

VVI:rtl~U (tI
POSITION GUIDE

TITLE: FM Program Director DEPARTMENT: PM I

REPORTS TO: General Manager

PRIMARY RESPONSIBILITIES: Wlth the approval of the General Manager and with:f.n
the broadcast 'format' for KFUO-FM adopted by the Board of Directors develops,
programs and schedules music programming of highest quality performance and
production. Performs announcing, hosting and interviewing duites for both
'live' and delayed broadcasts. Develops and maintains contacts with outside
program sources and makes recommendations for purchase of syndicated programs.
Works closely with local cultural organizations for the promotion of classical
music in general and for possible participation in locally produced programming.
Develops formats for program schedules or guides for various publication
applications for EM. Serves as contact with Symphony personnel in furtherance
of cooperative activities.

Recommends standards for types and categories of music used in religious and
worship programming. Offers advise and assistance to ·all personnel in
constant efforts to achieve highest quality music programming.

TYPICAL FUNCTIONS:

1. Keeps abreast of quality program sources and makes recommendations
as to acquisitions.

2. Prepare seasonally and when otherwise requested for the General
Manager a review of the format on FM along with suggested
improvements.

3.

4.

5.

6.

7.

8.

To make scheduling changes of a non-routine or emergency nature
when needed on EM and to review all scheduling changes wi th
the General Manager for his approval.

Works towards optimum 'live' programming during prime FM hours.

Programs and hosts 'live' and tape-delayed broadcasts of concert
music including segments of news when live.

Except for designated specialty programs sets standards for
type and quality of all music programming for FM broadcast.

Maintains close contact with packaged program sources to
encourage preferential treatment.

Assists General Manager in representing KFUo, it's goals and
objectives to the church and community.
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POSITION GUIDE - FM Program Director (continued) 002431

14.
f

9. Assists the General Manager in reviewing the content of all
commercials to maintain the standards set by the Board of
Directors.

10. Works toward the promotion of KYllO-FM by coordinating and
helping to plan all promotions whether on KFUO or elsewhere with
KYllO's standards, format and schedule.

11. Develops format and content of FM program guides and/or
schedules for direct mailing or magazine publication.

12. Acts as "Project Manager" for KFUO in conducting the
annual Symphony Marathon. Assigns station personnel as
needed and sets forth their duties and responsibilities in
respect to the Marathon. Works closely with the Symphony Committee
in developing the extent of KFUO participation.

13. Trains and supervises assigned Announcer-Programmer personnel
and assists in the annual evaluation of their performance.

Assists in the preparation of the annual budget in those
areas pertaining to PM programming.

15. Assists in the performance evaluation and salary administration
of assigned personnel.
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KFUO/LUTHeran RaDIO

Tn1E: Announcer-Programmer

R!PORTS TO: FH Program Director

\!.!V
POSITION GUIDE

DEPARTMENT: FM

,

:;\
(

PRIMARY RESPONSIBILITIES: Under the direction of the Director of
Music Programming acts as live on-air host for music programs
including the. reading of news, weather and special events.
Suggests program formats and does programming in keeping with
the ''Classic'' image of lCFUO.

TYPICAL FUNCTIONS:

1. Announces classical music programs and as 'Host' of
such programs.

2. Selects copy for news segments of hosted programs
including special events announcements.

3. Programs classical music including scripting. ifor
production purposes as we 11 as own programs.· .

4. Assists in the maintenance of the record library.

5. Edits library tape programs for re-use.

6. When available and needed acts as 'relief' Engineer.

page 1 of 1



KFUoj'LUTHeran RaDIO POSITION illGUIDE

~ Manager- Production & Traffic DEPARTMENT:

002433
Production-Traffic I

BEPORTS TO: General Manager

PRIMARY RESPONSIBILITIES: Supervises the scheduling of all broadcast material
to assure continuity in AM and FM programming. Provides production services
for all locally produced programs for local broadcast and/or syndication.
Arran$es for the timely receipt of packaged syndicated programs and their
subsequent distribution. Maintains and controls inventory of tape and recording
supplies. As time permits performs music programming and emergency engineer
relief.

TYPICAL FUNCTIONS:

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

Supervises the formulation and maintenance of program logs.

Responsible for documentation of KFUO's cOmpliance with FCC
programming rules and regulations.

Prepares Master Cassettes of special tapings such as meetings,
conventions, interviews, etc., for duplication and sale.

Prepares custom order tapes or cassettes of locally produced
programs for distribution.

PrOVides necessary production services for KFUO syndicated
programs and arranges for dated release.

Maintains close contact and cooperation with record pressing
company and orders pressings as needed.

Maintains classical music library with appropriate indices.

As time permits assists in the programming of classical music
including scripting.

Maintains and controls inventory of tape, cassette blanks,
reels and other recording and production supplies.

Orders necessary maintenance of recordj.ng and studio equipment
to assure quality production.

Advises and assists others in production problems and
techniques.
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POSITION GUIDE - Manager- Production & Traffic (continued)
OO~434

12. In emergencies provides Engineer relief.

13. Produces contracts and logs all commercials for KFUO-FM.

14. Prepares monthly performance affidavits for billing for
FM commercials.

Page 2 of 2



KFUoj'LUTHeran RaDIO

TnlE: Production Operator - Part Time

REPORTS TO: Manager - Production and Traffic

POSITION GUID~
002435

DEPAR~: Production & Traffic

PRIMARY RESPONSIBILITIES: Under the supervision of the Manager ­
Production and 1raffic performs duties required in the production
of various types of locally produced programs.

TYPICAL FUNCTIONS:

1. Dubs from tapes, 'discs and cassettes onto master reels
for produced programs.

2. Assists in the re-cycling of tape and stocking of
tape inventory.

3. Duplicates and labels cassettes as assigned.

4. Prepares tapes and records for mailing.

page 1 of 1



KFuojLuTHeran RaDIO

TITL£: Chief Engineer

REPORTS TO: Genera1 Manager

QY.
POSITION GUIDE

002436

PRIMARY RESPONSIBILITIES: Within the ltmitations tmposed by F.C.C. rules
and licensing, supervises the installation, operation and maintenance of
broadcast equipment to produce high quality sound transmission. Super­
vises and trains control board operators and/or engineers as assigned.
Maintains studio and portable equipment to a state of constant readiness.
Arranges for necessary installation and hook-ups for 'live' broadcasts of
area church services. Maintains inventory of spare parts and equipment
and maintain. Laboratory in neat and orderly condition.

TYPICAL FUNCTIONS:

1. Prepares schedules, assigns and supervises Engineers.

2. Develops and implements preventive maintenance programs for
all broadcast and studio equipment.

3. Keeps abreast of technical developments in radio broadcasting
and makes recommendations concerning acquisition of new equip­
ment.

4. Responsible for compliance with Pee rules and regulations.

5. Works closely with Department Beads to cooperatively tmprove
the technical quality of KFUO prograDllling.

6. Acts as Recording Engineer, or assigns Engineer for remote
recordings of special groups such as KFUO choir, etc.

7. Acts as substitute Engineer in cases of absence or emergency.

8. Develops long-range plans and proposals concerning equipment
replacements and acquisitions for Board study and use in
long-range planning.

9. Assists in the preparation of the annual budget relating to
the Engineering Deparemene.

page I of 2
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Position Guide - Chief Engineer (con't)

10. Works closely and cooperates with Telephone Company personnel
to encourage preferential treatment of KFUO needs.

11. Assists in the performance evaluation and salary administration
of assigned Engineering personnel.

page 2 of 2
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KFUoj'LUTHeran RaDIO·

TITLE: Engineer

REPORTS TO: Chief Engineer

QY
POSITION GUIDE

DEPARTMENT: Engineering

002438

I

PRIMARY RESPONSIBILITIES: In accordance with prescribed procedures
and techniques operates broadcast equipment to produce the best
possible sound transmission of KFUO programming. As necessary does
taping and technical production of program material.

TYPICAL FUNCTIONS:

1. Operates transmitters, control board and reproduction
equipment to transmit quality programming without
interruption.

2. Cooperates with and assists performers to accomplish
professional type programming.

3. Monitors all programming to assure continuity.

4. Reports malfunctioning equipment to Chief Engineer.

5. Performs minor maintenance of equipment.

6. Maintains required program and equipment logs.

7. As assigned makes on-air announcements of program
identifications, news, weather and special information.

8. When switchboard not open receives telephone calls
giving requested information when possible, or
referring calls to proper party.

9. Performs related tasks such as dubbing, production,
taping etc.

page 1 of 1



KFUoj'LUTHeran RaDIO

T~: Secretaroy - Development & PR

l'~
POSITION GUIDE

002444
DEPAR~:Development& PR

~RTS TO: Director-Development & Public Relations

PRIMARY RESPONSIBILITIES: Under the direction of the Director of
Development and Public Relations performs secretarial and clerical
duties attendant to the office of Development and Public Relations.
Develops and prepares layouts for promotional and fund raising
printed matter. Works with 'Volunteers' in preparation for mail­
ings etc. Assists in the development of Computer programs for
research and study of fund raising efforts.

TYPICAL FUNCTIONS:

1. Prepares correspondence for Director of Development & PRe

2. Prepares layouts and edits copy for printed materials.

3. Assists in the arrangement of work to be performed by
volunteers, and helps supervise their efforts.

4. Develops and prepares statistical reports for fund raising
studies and projections.

5. Assists in exhibition booths at conventions as needed.

6. Works with AM and FM mailing lists.

7. Acts as relief Receptionist 'when needed.

page 1 of 1



KFUoj'LUTHeran RaDIO

TITlE: Manager' - Administrative Services

REPORTS TO: General Manager

\!!)
POSITION GUIDE

002445
DEPARTMENT: Administrative Services

PRIMARY RESPONSIBILITIES: Provides ~nagement services and aids in the form
of secretarial and clerical services. data processing. reports. records.
filing system etc. Supervises the use and control of Computer and/or Word
Processing Equipment. Develops formats and programs for the efficient use
of data processing equipment in order to prOVide additional management
tools. Receives and records. in accordance with adopted procedures. all
cash receipts. Supervises processing of incoming and outgoing mail and
packages.

TYPICAL FUNCTIONS:

1. Provides Secretarial services for the General Manager.

2. Receives and records daily cash receipts according to
procedures approved by the Auditors.

3. Maintains the Station's official filing system.

4. Develops formats for transfer of information to computer system.

5. Develops computer programs for retrieval of desired information
from storage for mailing. statistical studies and reports and for
fiscal analysis.

6. Works closely with Department Heads to develop systems and
programs tailored to the needs of their specific departments.

7. As requested. prepares special reports for use of the lloard.

8. Maintains accurate and current files of all documents required
by government and/or other agencies.

9. Receives and records information relative to Wills and Bequests
with copies to Director of Development and Public Relations.

10. Trains and supervises clerical personnel as assigned.

, 11. Assists in the development and preparation of the annual budget.

12. Assists in the performance evaluation and salary administration
of assigned personnel.

page 1 of 1



KFUO,{LUTHeran RaDIO

q,>
POSITION GUIDE

TITLEz Administrative Assistant DEPABTMENT& Adminis tra tive Services '

REPORTS TO: Manager - Administrative Services OOZ446

PRIMARY RESPONSIBILITIES: Shall assist the Manager of Administrative Services
through the use of the computer to provide data processing. reports. filing system
and all applicable busi.ness transactions. Assist in developing formats and .
programs for the efficient use of data processing equipment in order to provide
additional management tools. Through the use of the computer to keep track of
donors and prospects lists and print receipts and thank you letters. Print
financial statements and keep track of the business affairs of the station in
accordance with adopted procedures •..

TYPICAL FUNCTIONS:

General Ledger transaction entry.

Maintain Donors Records.

Develop and maintain formats for Financial Statements and
reports. ·Generate such Financial Statements· and Reports.

Maintain various mailing lists.

Generate Donors Receipts and Thank you notes.

Generate mailing labels as required.

Develop and assist in developing any additional accounting.
record keeping. data processing. or word processing
procedures that the station determines to be necessary
or advantageous.

1.

2.
!

3.

4.

5.

6.

7.
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KFUO/LUTHeran RaDIO

TITLE: Steno -' Clerk

~
POSITION GUIDE

002447
DEPARTMtNT: Administrative Service~

REPORTS TO: Manager - Administrative Services

PRIMARY RESPONSIBILITIES: Under the supervision of the Manager ­
Administrative Services performs stenographic and clerical duties
as assigned.

TYPICAL FUNCTIONS:

1. Assists in the maintenance of donor files and records.

2. Operates various types of office equipment.

3. Assists in the packaging and ma~ling of materials.

4. Assists in the operation of and programming of the
Computer.

, 5. As assigned does general filing.

6. As assigned may perform relief Receptionist work.
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KFuojLuTHeran RaDIO

T~: Director. - News & Public Affairs

~RTS TO: General Manager

®
POSITION GUIDE

002448
DEPARTMENT: News & Public Affairs

,

PRIMARY RESPONSIBILITIES: Under the general direction of the General
Manager and guided by the broad policies set forth by the Board for
Radio Station KFUO. plans, develops and creates news and public affairs
programming to fulfill the Station's obligations to its listening
audience and licensing requirements. Serves as the Station's on-the-air
"personality" in the fields of news and public affairs. Trains and
supervises part-time announcers. Develops and produces programming that
will enhance the image of the Lutheran community.

TYPICAL FUNCTIONS:

1. Programs daily news broadcasts of both local and national news.

2. Selects sources and develops format for live news broadcasts.

3. Trains news announcers in the delivery of news and supervisors
their scheduling and other activities in relation to their duties.

4. Develops contacts with state and local government officials for
on-air interviews as well as providing authoritative sources
for public interest programming.

5. Cooperates with Lutheran organizations and area groups to
publicize their activities.

6. Keeps abreast of Government regulations affecting the broad­
cast of news and public affairs.

7. Produces specialty programs of general interest or for special
interest groups such as Senior Citizens, etc.

8. In addition to news broadcasts, acts as interviewer of digni­
taries and/or moderator of panel shows.

9. Develops and schedules 'Community Calendar' type programs of
interest to St. Louis area listeners.

10. Close consultation and coordination with other departments,
offering assistance and utiliZing expertise of others in the
cause of News and Public Affairs on KFUO.

page I of 1



KFUoj'LUTHeran RaDIO POSITION
QY

GUIDE

T~: Announc~ - New and Public Affairs
002449

DEPAR~:News and Public Affairs

(

R£PORTS TO: Director - News and Public Affairs

PRIMARY RESPONSIBILITIES: Under the direction of the Director­
News and Public Affairs broadcasts daily news programs including
public affairs announcements.

TYPICAL FUNCTIONS:

1. Scans news-wire copy for suitable material for locally
produced news programs.

2. Gives on-air weather reports, temperature readings etc.

3. Working from prepared scripts introduces various
programs.

4. As scheduled reads public service and/or affairs
announcments and features.

5. Performs other announcing assignments as assigned.

page 1 of 1



KFUoj'LUTHeran RaDIO

TITLE: MANAGERABUSINESS SERVICES

REPORTS TO: GENERAL MANAGER

Q:!J
POSITION GUIDE

002458
DEPARTMENT: AIMINISTRATION

PRIMARY RESPONSIBILITIES: In keeping with Synodical policies provides for
managerial planning and control through formulation of accounting and cost-
ing standards and procedures, preparation of financial statements, cost
controls, maintenance of books of accounts, custody of Station funds and
securities. Supervises the Building maintenance and provides for the pur­
chasing of all Station supplies and materials and subsequent inventory con­
trol. Administers Employee welfare and benefit programs and payroll procedures.

TYPICAL FUNCTIONS:

1 FINANCIAL AND CASH MANAGEMENT

(1) Deposit of funds in Banks or Savings Institutions.

(2) Payment of Station obligations through proper
disbursement procedures.

(3) Maintains records of cash transactions.

(4) Management of petty cash and bank balances.

(5) Forecasts of cash receipts and disbursements.

(6) Maintains a system of accounting and cost reports
to assist management.

(7) Prepares prescribed financial reports according to
established schedules.

(8) Assists in the preparation of annual budgets.

(9) Prepares reports to Governmental agencies.

(10) Prepares semi-monthly payroll and ancillary reports.

I I PURCHAS ING

(1) Negotiates or arranges for the purchase of all material,
equipment and supplies.

(2) Secures quotations and places purchase orders.
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POSITION GUIDE - MANAGER OF BUSINESS SERVICES (cont'd) 'CJI
002459

(3) Maintains constant study of purchasing policies, current price~,

sources of supply, inventory practices to ensure maintenance of
most economical policies and procedures.

(4) Arranges for disposal of scrap, obsolete equipment and supplies.

(5) Negotiates the purchase of service contracts for building and
equipment.

III BUILDING MAINTENANCE AND SERVICES

(1) Provides for and supervises telephone answering and Receptionist
activi ties.

(2) Provides for the care and maintenance of building interior and
exterior.

(3) Arranges for necessary office equipment, furniture and supplies.

(4) Controls and maintains parking and adjacent areas.

(5) Supervises custodian and/or custodial services.

IV EMPLOYEE BENEFITS

(1) Assures that each employee is properly covered by available plans.

(2) Discusses plans with new employees.

(3) Processes claim forms as needed.

(4) Maintains supply of forms and booklets.

(5) Develops vacation schedules.

V MISCELLANEOUS

(1) Works with Post Office and Delivery services in the interests of
service to Station.

(2) Maintains relations with the Seminary as to services and grounds.

(3) Prepares statements and/or invoices for materials purchased from
KFUO and supervises Accounts Receivable.

(4) Assists in the performance evaluation and salary administration
of assigned personnel.
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